
1/ 

SUPPORT SERVICES CONTRACT 
DE-AC36-00GO 10429 

LEVEL OF EFFORT TASK ORDER 

CLIN 0OO4AA: Golden Field Office 

Task Order No.: lAOO.OO 

Task Title: (A) Office of the Manager,seeattachedtaskobjectives. 

Period of Performance: 12 months (March 2,2004 -March 1,2005) 

Labor Categories: 

(DPLH) 
Level of 
.Effu!1LaborCategory 

PublicAffairs Specialist 

Paralegal 

Total Estimated Hours 

~AQQrovedby" Signature 
"7 

ChrisPowers 
TaskOrderMonitor 
Public Affairs / I 

'7~~7 ~f \,'/~ 

a .\,1 ,J \~ 
John Herrick 
TaskOrderMonitor 
Paralegal L~ 

~Mary Hartford 
ContractingOfficer 

,:~~;~~_iFayeF. Fields 
Contractor 

-1 

~J/?/!!-"f 



DE-AC36-00GO 10429 
Task Order IAOO.OO 

A. Office of the Manager 

RequiredServices 

The Contractorshallprovide supportservicesassetforth in SectionJ, AttachmentA, Statement 
of Work, in thefollowing areas: 

1.0 Public Affairs SUQQort 

j.J Maintainandupdateexhibitsanddisplays; 

t.l Preparepreliminary draft news releasesfor Public Affairs approval for projects 
managedby Golden and the DOE Regional Offices for DOE's review, approval, 
and finalization; 

1,3 Preparepreliminary drafts of presentationsor other information materials, as 
necessary,for DOE's review, approval, and finalization; and 

1,4 Provide support for special eventplanning and implementation. 

Paraleg~l SU}2}2ort 

2.2 

2.3 

2.4 

Consult all applicable and relevant sourcesof information for facts and authorities

relating to matters of legal significance to Golden and provide Golden counsel

with written or oral synopsesof thosematerials as required;


Review documentsto extract selecteddata and information relating to specified 
items and advise the counsel of results; 

Review and summarize infornlation in prescribed fornlat on caseprecedentsand

decisions and, when necessary,assistin preparation of charts, visual infornlation,

and other demonstrative exhibits;

Utilize, searchfor and extract legal infornlation from all applicable sources

including law libraries and computerdatabasesand the Internet;


Attend meetings, conferences,or hearingsto become inforn1ed on agency

proceduresand the statusof cases,or other matters of legal importance to Golden

and report on those matters;


Prepare,compile, organize and maintain files on pending legal matters as 

required; 
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Draft and edit non-legal memorandaand preparepreliminary drafts of letters and 
correspondencefor Golden counselreview as required; 

Preparesummariesof pendingmattersof the Goldencounselfor statusreports; 

Provide guidance and direction to legal administrative support staff; 

Organize and maintain law library resourcesincluding acquiring new materials 
and services; ensuring legal materials are updated periodically and kept current; 
filing updatesto existing materials; and indexing library holdings; 

Prepareand draft required Office of Chief Counsel reports such as a monthly 
Federal Register Report and Quarterly Litigation Reports; and 

:J,I~ Coordinatevariousadministrativerequirementswith DOE HeadquartersOffice of 
GeneralCounsel. 
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SUPPORT SERVICES CONTRACT 
DE-AC36-00GO 10429 

LEVEL OF EFFORT TASK ORDER 

CLIN 0OO4AA: Golden Field Office 

Task Order No.: 1COO.OO 

Task Title: (C) Office of Project Management,seeattachedtask objectives. 

Period of Performance: 12 months (March 2,2004 -March 1,2005) 

Labor Categories 

(DPLH) 
Level of 

LaborCategory fJf9.n 
Project MonitorlEngineer 1,900 
Project MonitorlEngineer 1,920 
Project MonitorlEngineer 1,920 
Project Monitor/Engineer 1,920 
Project MonitorlEngineer 1,920 
Project MonitorlEngineer 1,920 
Project MonitorlEngineer 1,920 
Project Monitor/Engineer 1,920 
Program Support 1,920 
Program Support 1,920 
Administrative Assistant 1,900 
Project Monitor 1,920 
Project Monitor 1,920 
Project Monitor 720 
Project Monitor 1,920 

Total EstimatedHours 27,560 

AQQrovedby: ~ 
Qf!YidJ3l:4ncb fi e1d -~;~~~5f 

.?""'" 

Task Order Monitor 

MaD':Hartford 
ContractingOfficer 

FayeF. Fields 
Contractor 
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c. Office of Project Management 

RequiredServices 

The Contractor shall provide support servicesas set forth in Section 
of Work, in the following areas: 

AttachmentA, Statement 

SQlicitation SuQQQrt 

Provide supportto Golden Project Officers in preparing and conducting solicitations for 
financial assistance. This support will include assisting Project Officers in drafting 
solicitations and evaluation plans. 

Selection SU1212ort 

Provide support to Golden chairpersonsin conducting merit re 
in preparing materials supporting selectionof financial awaras 

andProjectOfficers 

1"j The merit review supportwill include recommending r 
meetings, consolidating reviewers' inputs, and drafting 

arranging 
chairpersons'reports. 

'2,"2 The merit review supportwill also include support of r 
meetings, capturing strengthand weaknessdiscussions 
and capturing proposal scoreson computerspreadshee1 

[lent review committee 
of individual proposals,:s. 

u The award process support will include reviewing ana analyzing applicants' 
proposed budgets, supportthe Project Officer in the preparation of technical 
evaluations of applicants' proposedcosts,aiding in debriefings, and filing all 
application and debriefing materials. 

--u The pressreleasesand congressionalnotifications support will include providing 
support for the drafting the pressreleasesannouncing projects selected for 
negotiation of award and drafting congressionalnotifications. 

~ Coordinate the computer accessfor DOE and Congressto the Earmarks database. 
Work with appropriate DOE office/Project Officer to supply information needed 
to update the database. Receive,review, summarize and incorporate Earmark 
updatesinto the database. At the end of eachfiscal ye~Lr,ensure that the database 
is up to date by filling in all blanks, organizing comments and dates in sequence, 
etc. 

1 
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3.0 Project Monitoring: and Evaluation SUQQort 

This supportwill include interfacing with Principal Irivestigators and 
preparing/submitting to DOE Project Officers written statusreports and updatesas 
required, including recommendations,for specific projects; reviewing reports submitted 
by project sponsorsand compiling data from them and/or summarizing general or project 
information for the use of DOE decision-makers;maintaining file information; 
performing cost/price analysis of proposedproject budgets; providing support for the 
drafting Congressionalcorrespondence,and participating in site visits for project reviews. 
Projects are nearly always technical in naturerequiring technical skills and experience 
(engineeror physical scientist). 

Administrative Assistant 

Maintain time and attendancerecords for division employees; 

Prepare,consolidate,proof readand/orfinalize letters/correspondence; 

Arrange/coordinate/schedulemeetings; 

Maintaindivisioncalendar; 

Answerphone,takemessages,transfercalls; 

Coordinate conferencecalls; 

Distributecorrespondence; 

Complete/maintain forms; 

Completetraining andpurchaserequestsforms; 

Copy,fax, obtainsuppliesasnecessary;and 

Attend recurring meetings and preparemeeting notes as necessary. 

2 

4.0 



V' 

SUPPORT SERVICES CONTRACT 
DE-AC36-00GO10429 

LEVEL OF EFFORT TASK ORDER 

CLIN 0OO4AA: Golden Field Office 

Task Order No.: IBOO.OO 

Period of Performance: 12 months (March 2, 2004 -March 1, 2005) 

Labor Categories: 

(DPLH) 
Level of 
gffQ!1Labor Category 

LAN Administrator 

Sr. Technical Support Spec. 

,fOG>Sr.TechnicalSupportSpec. 

Computer Programmer 

fJ»AdministrativeAssistant 

Human Relations Spec. 19~

J-InvoiceClerk 

Receptionist/FileClerk ~ 
I~~ReceptionistIFile Clerk 

J~RecordsMgmt. Analyst 

Total Estimated Hours 

AQQrovedby: ~Signature 

&~~~~~'--
I 

AI'-7--;-'-::' .-1.-

i7 

_=~437~&)yChristine Phoebe 
TaskOrderMonitor 

Mary Hartford 
Contracting Officer 

-3!J;!IFayeF. Fields 
Contractor 
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B. Office of Management and Administration 

Required Services 

The Contractorshallprovide supportservicesassetforth in SectionJ, AttachmentA, Statement 
of Work, in thefollowing areas: 

Computer Ooerations 

The Contractor shall be responsible for the managementand administration of the Golden 
Local Area Network (LAN) and Wide Area Network (WAN) operations. 

Computer Environment 

The currentcomputerenvironmentat Goldenis comprisedof thefollowing: 

IBM compatible workstations running Microsoft Windows NT v4.0 
Monitors (color --mostly 17",and some 19" and 20"); 
File server running Novell NetWare; 
Microsoft Exchange serverrunning Microsoft Outlook; 
Primary Domain Controller and Back-up Domain Controller running 
Microsoft Windows NT Server; 
Server running Microsoft SystemsManagementServer; 
Web Serverrunning Microsoft Internet Information Service; 
Network and desktopprinters --mostly Hewlett Packard; 
Communications capabilities --Shiva Dial-In/Dial-Out; Remote Access 
Services (RAS) from laptops; 
Word ProcessingSoftware; 

SpreadsheetSoftware; 
Various other productivity software applications; 
Hewlett Packard ScanJetscannerand related software; and 
Video conferencing hardwareand bridge scheduling software. 

Network Management-required services1.1.1 thru 1.3.6 below to be 
accomplished by Senior Technical SupportSpecialists and Junior Support 

Specialist. 

Set up network services for users,i.e., Travel Manager (a DOE-wide 
software application for processingtravel authorizations and travel 
vouchers), Corporate Human ResourceInformation System(Human 

1.1
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ResourceManagementSystem),andMicrosoft Outlook/Exchange 
(electronicmail service). 

Organization of network, i.e., maintaining software application files and 
user files in appropriatelocations. 

Maintain proper amountof computer security to 
breaches,including set-upand maintenanceof v 
and assigning appropriateuser-level accessto tb 
assist in the development,testing, and maintenaJ 
Recovery Plan which identifies potential emerg~ 
adversely affect the operationof the GoldenLA: 
situations by providing altemativ,esupport, reSOl 
procedures by which lossescan be minimized, c 
processedand recoveryexpedited. 

avoid possible securityirus 
detection software,eLAN. 

Additionally,!lce 
of the Disaster 

~ncysituations that could~, 
and respond to thoselfces, 

strategies,andritical 
applications 

1,1+ Evaluate and recommendhardware/softwareUP! 
hardware/software. Install, test, and document r 
software/hardwareupgrades. Perform updates0 
schedulehardwaremaintenanceto minimize ad, 
availability . 

to existing 
lewsoftware/hardware or 
t software/hardwareand'erse 

impacts of LAN 

L If ItS Document all applicable proceduresto include: , 
startup, e-mail service startup,and server conten 
Troubleshoot systemproblems and documentas 

...ANshutdown andts 
and purposes. 

necessary. 

tJ,f Evaluate effic.iencyof LAN/W AN servicesand I 
recommendatIons/changesas necessary. Develo 
appropriate stepsthat allow for network growth; 
management. Coordinate LAN/WAN services v 
through NREL. 

p plansto implementand 
propercapacity 

vhichGoldenutilizes 

Provide Golden Website support in the fornl of Jedesignof existing 
Website, and asnecessary,documentpostings using HTML or Microsoft 
FrontPage. Continue designand supportof the Golden Intranet site, 

including computer-basedtraining (CBT). 

Perfoml user accountadministration on a domam wide level, domain 
machine accounts,and maintenanceand administration of print queueson 
two separateoperating systems. 

2 
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Maintain the IS Department's licensing agreementscatalog, inventory 
requirements and network configuration diagrams using the IS 
Department's application software. 

1,1 LAN Administration 

1.2.1 Supportof the GoldenHelpdesk: 

1.2.1.1 Perform troubleshooting of hardware-relatedproblems and

answerquestions;

Perform troubleshooting of software-related problems and

answerquestions or defer to Software/DatabaseSpecialist;

Restoredata from back-up tapes,as requested;and

Check out laptops from the Golden check out pool and

coordinate property passes.


1.2.1.2 

1.2.1.3 
1.2.1.4 

It~ 	 Perfomldaily, weekly,andmonthlytapeback-upsof the GoldenLAN and 
mailstapes,asdescribedin theUnclassifiedCyberSecurityProgram,to 
the GoldenDisasterRecoveryFacility. 

I,~ Maintainuserlog-insandcoordinationof accessto e-mailandaccessto 
"outside"computersystems. 

JiJ.4" Configure new workstations, including software installation and user set-

up. 

Documentall applicableproceduresandanychangesto theseprocedures 
asnecessary.Troubleshootsystemproblemsanddocumentasnecessary. 

;~ EnsureLAN serviceset-upfornewemployees, i.e.,workstation set-up,
log-ins. 

1..2.1 Track property information of equipment that is moved to a new/different 
location and updatethe Golden Hardware database. Ready equipment for 
excessor donation, including reformatting computer hard drives, testing 
equipment, and noting anydeficiencies in any of the equipment. 

Assistin anysoftwareand/orhardwareupgradesor changes. 

3 
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Assist in the implementation of the Golden Unclassified Cyber Security 

Program. 

i,)..I(jJ Serveasbackup for Goldenvideoconferencingcenter,including dial-up 
connectionsof possiblemulti-pointvideoconferences. 

Software!Database 

Provide programming/coding supportto include the following: design, 
documentation, maintenanceand installation of in-house designedand 
DOE-supplied computerdatabasemanagementsystems. Ensureprograms 
createdin-house meet securityrequirements. Perform product evaluation 
on DOE-supplied or outside-supplieddatabasemanagementsystems. 

J!J~2- Serveas the CHRIS residentexpert, including interfacing with DOE 
technical suPpo.rtfor installations, upgrades,and troubleshooting. 

Serveas residentsoftware application expert. In this capacity --organize, 
prepare,and proyide training to Golden staff, asrequired, on vendor-
supplied software. Provide individual assistanceto Golden personnel on 
software matters and prepareapplicable training material. Provide 
assistanceon software questions from Golden staff. 

i.u- Createandmaintainformsusedby Goldenandotheroffices, in 
Wordperfect,Word or FormFlow format,or otherformatsasrequired. 

~ 	 Performformattingof wordprocessingdocumentsandcomplete 
conversioninto AdobeAcrobatPortableDocumentFormatof documents 
whichareto bepostedon GoldenWebsite. 

RecordsManagement 

~I Organize and maintain GO records. Assure disposition instructions are in 
compliance with DOE and the National Archives and Records Administration 
(NARA) records schedules. Schedulerecords disposition within the General 
Records Schedule in accordancewith establishedretention/destruction 

procedures/guidelines. 

#" Coordinate newrecordsdisposition schedules, ensuringNARArequirements are
met. 

4 
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Maintain and update as necessarythe Golden file numbers and file listing. 

Advise and support Golden employeesat all levels regarding records management 
activities. 

Serveasthe Goldenpoint of contactfor coordinationof draft Directivereviews 
via GoldenandtheNationalRenewableEnergyLaboratory. MaintainGolden 
Directivesmanuals,ensuringpropercoordinationof newdirectives,informing 
responsibleindividualsof issuance,coordinatingdistributionasappropriateto 
NREL. 

Maintain the public reading room. Periodically review information contained in 
the public reading room, removesexpired materials, adds current information 
relevant to the public, updatesrecordsmaintained on computer systems,and 
makes suggestionsto make the reading room user friendly and more useful to the 
public. . 

Maintain Golden StandardOperating Procedures,including the annual review 

process. 

.:!J/!j) FrontDeskRec~Dtionist 

3~t Accept telephone calls for Goldenpersonneland forward or take messages. 

Welcome visitors to Golden and direct them to the appropriate staff. 

Providecoverageof Golden'sreceptionistdeskfrom 7:00amto 5:00pm,Monday 
throughFriday. 

Maintain central calendar for Goldenconferencerooms. Additionally, schedule 
conference room use for videoconferences. 

Maintainandupdate,asnecessary,the Goldenpersonneltelephonelist and 
distributeto Goldenpersonnelandotherappropriatestaff. 

Assistin processingnewemployees,for example,arrangebadgingattheNational 
RenewableEnergyLaboratory. 

Set-upand coordinate conferencecalls using the DOE/Headquarters audio bridge 
or other DOE conferencebridges. 

5 
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Log-in incoming faxes. 

4,~ Mail. Facsimil~ and Filing SUD~On 

Receive, open, date stamp, and log into databaseall incoming correspondence. 
Distribute incoming mail, ensuring proper distribution. Log in incoming faxes. 

Distributecontracts,financialassistance agreements, andotherprocurement
documentsin accordancewith prescribedprocedures. 

File records and material (and retrieval) pertaining to Golden activities in 
coordination with the Records Managementsupport. 

Monitor office supplies, including paper,printer, and fax machine toner cartridges 
and supplies for copiers. Coordinate orders with the DOE/Golden Purchasing 

Agent. 

Serve as key operator for the office fax machinesand copiers. 

Handle all necessaryarrangementsfor overnight mail services for Golden, 
including maintaini1;lgan adequatesupply of shipping materials. OperateFederal 
Express Power Ship computer for creating and tracking all Federal Express 

packages. 

...@) Personn~lSuggort 

Provide processand administrative supportto the Golden Field Office Human Resources 
(HR) staff for personnelactions, HR systemoperations, staffing and recruiting, and other 
areasof HR as needed. 

DocumentProcessing 

Assist in the processingof benefits, i.e., health insurance, life insurance, 
retirements, and thrift savings. 

~,z Trackall actionssuchaswithin-grade-increases,temporarypromotions, 
andtenureconversions. 

~~ Prepareall necessaryappointmentactionsandseparationdocuments 
submittedby employeesorpersonnelspecialists. 

6 
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.J;(.,I/ MaintainnecessaryHR files andrecords,includingthe Goldenand 
RegionalOffice Official PersonnelFoldersandservesaspoint of contact 
on otherHRtrainingandperfomlancefiles. 

..$-.,." Ensureprotectionof infonnationandpersonaldataasprescribedbythe 
PrivacyAct andFreedomof InfonnationAct. 

Automated SystemODerations-Data Engy 

~1 Processtraining requestsusing the computerized Corporate Human 
ResourceInformation System(CHRIS). 

;~ Prepareand distribute reports from the DOE CHRIS system. 

General SUQQort 

..58,t Track performance standardsand appraisals,staff training completion, and 
other information as required. 

~2- OtherHR supportdutiesasassignedbythe contractmanager. 

(o;1/j) Financial SuQQortServices 

Support Golden in implementing financial proceduresfor: Funds Control, 
Accounting, Budget Formulation and Validation, and NREL Liaison. 

Support Golden in the operationof DOE automatedfinancial systemssuchas 
Departmental Integrated StandardizedCore Accounting System(DISCAS) and 
various DISCAS modules, including input, report generation, retrieval, report 
distribution to Golden and the Regional Offices, and reconciliation of financial 
transactions. 

Support Golden in the operationof other automatedFederal financial systems 
suchas labor distribution, project financial tracking, and Travel Managersystem. 

Support Golden Finance in the implementation of DOE orders and Office of 
Managementand Budget COMB)circulars as they specifically relate to Golden. 

7 
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Support Golden's financial control implementation through preparing 
documentationof financial activities suchas managementof financial records, 
reconciliation of transactions,and tracking of funds and costs. 

Support Golden in the fornlulation and execution of its budget including 
preparationof forecastsand projections for Golden management. 

Support Golden in the financial processingof invoices including logging of 
invoices, distribution for approval, reconciliation, determining proper accounting 
paymentinformation, filing of invoices, and responding to reimbursement 

mqumes. 

Provide Golden Field Office Federal Employees with all travel processing. This 
includes itinerary, reservations,creating travel authorizations and vouchers. 
Support with any Travel Managerproblems or audits. Maintain files and all 
original receipts for any future needs. 

AdministrativeAssistant 

Perform time and attendancerecords for employeeswithin the Office of 
Managementand Administration and Office of Acquisition and Financial 

Assistance. 

Prepare,consolidate,proof readand/orfinalizeletters/correspondence, 

'/:J Arrange/coordinate/schedulemeetings, 

Maintain division calendar. 

Answer phone, take messages,and transfer calls. 

Coordinate conferencecalls. 

Distributecorrespondence. 

Complete/maintain forms. 

Complete training and purchaserequestsforms. 

Copy,fax, obtainsuppliesasnecessary. 

8 
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recurringmeetingsandpreparemeetingnotesasnecessary. 

~12-	 Providesupportto GO in theprocessingof foreigntravelrequestsfor NREL and 
GOto includeentryinto the ForeignTravel Managementsystem,coordinating 
countrycables,andfollow up with the DOEHeadquartersonoutstanding 
approvals. 

Using the Corporate Human ResourceInformation System(CHRIS), enters 
training nomination forms, and follow-up as necessaryin other CHRIS training 
data input. 

Q 
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SUPPORTSERVICESCONTRACT 
DE-AC36-00GOI0429 

LEVEL OF EFFORT TASK ORDER 

CLIN 0OO4AA: Golden Field Office 

Task Order No.: IDOO.OO 

Task Title: CD)Office of Acquisition and Financial Assistance. 

Period of Performance: 12 months (March 2, 2004 -March 1, 2005) 

Labor Categories: 

(DPLH)
Levelof 
~Labor Category 

ProjectManager 

ProcurementSpecialist 

ProcurementSpecialist 

CostIPrice Analyst 

Closeout Specialist / NEPA 

Total EstimatedHours 

APQrovedby: 

Jerry Zimmer 
TaskOrderMonitor 

Mary Hartford 
ContractingOfficer 

FayeF. Fields 
Contractor 
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~'7~- ./ ./ / 

,;- -f~ 

/J
.;-r 

~ 

-:?j.J/o'~/o4 

~M!/?LM! 



DE-AC36-00GO10429 
Task Order IDOO.OO 

Office of AcquisitionandFinancialAssistanceD. 

ReQuiredServices 

The Contractor shall provide support servicesas set forth in Section J, Attachment A, Statement 

of Work, in the following areas: 

ProjectManager1.0 

The ProjectManagershallhaveoverall responsibilityfor personnel 
assignedunderthe contractandwill bethe day-to-daypointof 
contactbetweenthe contractorandtheGovernment.The Project 
Managershallbelocatedatthe GoldenField Office. 

Submitvouchersandinterfacewith DOEstaffto addressall issues 
relatedto contractadministration. 

Superviseandbeaccountablefor the contractor'sand 
subcontractor'sstaffassignedto the contract. 

1.3 

Providebriefingsto ContractingOfficer andTaskOrderMonitors 
to assessthe statusof work effortsasrequested. 

1.4 

ProcurementSupport2.0 

Maintain Report Control Center and submit reports to the Office of 

Scientific and Technical Information COST!),and send 
delinquency, final, and reimbursementletters to recipients. 

Perform periodic reviews for required deliverables and monitor 
awardeecompliance with terms and conditions of active contracts, 
grants and cooperativeagreements. Determine if all required 
reports have beensubmitted, approved, and distributed correctly. 

Perform data entry (e.g., collecting, inputting, retrieving, and 
validating), information retrieval (e.g., generatingreports utilizing 
both internal GO and HQ generatedqueries), and data analysis of 

managementinformation software systems(e.g., Procurement 
Action Tracking System(PATS), Procurementand Assistance 
Data System(PADS), Technical Information Monitoring System 
(TIMS), electronic CongressionalNotification)). 

~~ 
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Prepareinactiveprocurementfiles for closeoutandcoordinatethe 
closeoutof contractsandfinancialassistanceinstruments. 

Preparedraftgrants,cooperativeagreements,Interagency 
Agreements,amendmentsor modifications,or otherprocurement 
documentsasassigned; 

~6 Assists Contract Specialists on Simplified Acquisition actions, 
suchas prepareand generaterequestsfor quotations, 
administrative activities on BPA's and other documents, 
distribution of awards,file maintenance,and other procurement 
related activities. 

Assist in the recording, tracking, expediting, and reporting statusof 
purchaserequisitions, acquisition and assistanceinstruments, and 
their associatedsupportdocumentation; 

ProcessFederalRegisterandotherelectronicnoticesasnecessary. 

Performevaluationof contractandfinancialassistancecostand 
priceproposals:reconcileindirectcostsof contracts,grantsand 
cooperativeagreements,andperformpostawardauditsfor 
closeout. 

Work with awardeesto developaccountingsystemswhich meet 
therequirementsof the DOERegulations. 

2 



'BOST~n Regional o~ric. 

MA~-O2-a4rUE 0-(:24 P.M 
(817) 585-9723 

GOLDENFIELD OFFICE 
03/02/04 11:15A P.002 

FAXNO. 3032754788 P.02/10 t/ 

tAN AdmiDistrator 

Administrative"Assistant 

Financial AnAlyst , 

Projcct Analyst 

TOt.'l)Estima1ed Hours 

APJ)IQ.Y.';clJ2r Si~att.1T~. ~ 

~&uJ~~~}__~~~4.g~e7-'-­.~~ ~ ~.~j;~ 
Task Order Monitor 

'T/~M..3!J_tl.~ 
ContractingOfficer 

3MI 
dlit}/~~~ F.Fiel~~ 

Contractor 

SUPPORT SERVICES CONTRACT 
DE-AC36.00GO 10429 

LEVEL O)l~EFFORT TASK ORDER 

CLIN 0OO4AD: Boston Regional Office 

Task OrderNo.: 1000.00 

T~.~kTitle: (G) Boston Regional Office, seeattachedta.skobjectives. 

Period ofPerformancc: March 2,2004 -March 1,2005 

IJabor Categorie5 

(DPLE-I) 
Level of" 

E~L.@.Q.t.k~ 



Period of Performance: March 2, 2004 -March 1,2005 

Labor Categories: 

(DPLH) 
Level of 
illfQ!1Labor CategorY 

LAN Administrator 

Administrative Assistant 

FinancialAnalyst 

Project Analyst 

Total Estimated Hours 

AQQrovedbX: ~Signature 

SusanKeslof 
TaskOrderMonitor 

Mary Hartford 
ContractingOfficer 

FayeF. Fields 
Contractor 

SUPPORT SERVICES CONTRACT 
DE-AC36-00GO 10429 

LEVEL OF EFFORT TASK ORDER 

CLIN 0OO4AD: Boston Regional Office 

Task Order No.: IGOO.OO 

Task Title: (G) BostonRegionalOffice, seeattachedtaskobjectives. 
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G. BostonRegional Office

ReQuired Services 

The Boston Regional Office (BRa) will provide the Contractor with the required computer 
hardware, softw'!lfe,office supplies and workspaceneededto support the tasks. The Contractor shall 
perform his/her duties within the normal office operatinghours of7:30 a.m. to 6:00 p.m. Monday 
through Friday. Work will not be performed outside of thesehours without the express permission 
of BRO management. A fixed work schedulewill be establishedand maintained, unless a personal 
emergencyor unexpected work project arises. Any changein work schedule must be approved by 
the IRT Supervisorand BRO management. A one-half hour lunch break will be taken betweenthe 
hours of 12:00 Noon and 2:00 p.m. in keeping with BRO office policy. The Contractor is also 
permitted two fifteen minute coffee breaks. 

The Contractor shall provide, but not be limited to, supportservicesas set forth in SectionJ, 
Attachment A, Stateof Work, in the following areas: 

1.0 Computer and Information Svstems Mana2ement 

The Contractor shall assist in the managementand administration of the Boston Regional 
Office Local Area Network (LAN) and Wide Area Network (WAN) operations. 

~o,t ComputerEnvironment 

The current computer environment at BRO is comprised of the following: 

IBM compatible workstations running Microsoft Windows 98, 2000 or XP.

Compaq Proliant File Serverrunning Novell NetWare;

Dell Poweredge application serverrunning Microsoft Windows NT (Winsaga

databasemanager);

Laptops configured for remote access,operating Windows 98, 2000, or XP;

Network and desktopprinters -all Hewlett Packard;

Word ProcessingSoftware;

SpreadsheetSoftware;

Lotus Notes as e-mail system;

Various other productivity software applications;

Hewlett Packard OfficeJet scannerand related software;

Video conferencing hardwareand bridge scheduling software;


if 1 NetworkMana LAN Administrator 

DOE -wide software application for processingtravel authorizations and travel 
vouchers), Corporate Human ResourceInformation System(Human Resource 
Management System), and Lotus Notes (electronic mail service); 

~11.~Set up network services for usersincluding, but not limited to: Travel Manager (a 
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,~~ Organizationof BRO computernetwork;i.e.,maintainingsoftwareapplicationfiles 
anduserfiles in appropriatelocations; 

J(i~ 	 Maintain proper amount of computer security (as prescribed by the BRa unclassified 
Cyber Security Protection Plan)to avoid possible security breaches,including set-up 
and maintenance of virus detectionsoftware, and assigning appropriate user-level 
accessto the LAN; 

tt", Evaluateandrecommendhardware/softwareupgradesto existinghardware/software. 
Install, test,and documentnewsoftware/hardware upgrades.or software/hardware 
Perfomlupdatesof software/hardwareandschedulehardwaremaintenanceto 
minimizeadverseimpactsof LAN availability; 

J,t!:' 	 Evaluate efficiency of LAN/WAN service and make recommendations/changesas 
necessary. Develop plans to implement appropriate steps that allow for network 
growth and proper capacity management 

LAN Administration(LAN Administrator) 

Maintain user log-ins and coordination of access to e-mail and access to outside 
computer systems; 

,,~ Configurenewworkstations,includingsoftwareinstallationanduserset-up; 

Document all applicable proceduresand any changesto theseproceduresas 
necessary. Troubleshoot systemproblems and document as necessary; 

Ensure LAN service set-up for new employees,i.e., workstation set-upand 

log-ins; 

1$ Assistin anysoftwareand/orhardwarechanges; 

l,u Install all software/applicationsonDOE equipment; 

ProvideBRO video conferencingservices, including dial-up connections of possible 
multi-point video conferences; 

Assistin updatingandimplementingtheBRa UnclassifiedCyberSecurityProtection 
Program; 

Proyide assistancewith BRa Internet connectivity needs; 

I,-1,fD Prepareobsolete equipment for excessor donation, including reformatting computer 
hard drives, testing equipment, and noting any deficiencies in any of the equipment; 

Interfac~ with DOE technical support for installations, upgrades,and troubleshooting 
on a vanety of progran1s. 

2 
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2.0 Data Entry and Administrative Support 

:WLnSAGASYst~: 

Enter grant data obtaine~ from financial documents provided by BRa staff and/or 
applIcants and grantees In New England. 

Verify accuracy of data input and reconcile with input fonns and grant files as 

necessary. 

Provide assistanceto program officers in entering program data and running reports. 
Provide WinSAGA training to new staff, and refreshertraining when requested. 

Keep office WinSAGA User Manual up-to-date and maintain proficiency in 
WinSAGA proceduresas described in systemusermanual. 

Keep BRO staff and Datatree informed of problems with system. 

Downloadgrantpaymentsandreconcileasneeded. 

~"7 Run reports as needed. 

~LI Assist in managing the grant close-outpro 
Contracting Officer. to ascertainthe status 
in obtaining delinquent reports by making 

by running reports, working with theof 
late reports, and assisting program staff 

phone calls, writing letters, etc. 

Cooperatewith other Regional Offices on requestsfor infonnation and technical 
assistance. 

~I~.b AttendNational WinSAGA UserMeetingsandtrainingsessionsasrequested. 

2.2 PISCASSystem: 

Run reports as requestedon obligations, travel reservations and obligations, financial 
balances,etc. 

2.3 PADS System: 

~ Upload transaction files from other financial systemsinto PADS 

Perform direct data entry as needed. 

Participate in conference calls and usermeetings-keep BRO Administrative Officer 
informed of changesin systemsproceduresand requirements. 

" , 

cess 
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Office SUI2I2°rt: 

Servesas backupto the Business ManagementAssistant and/or Administrative Assistant; 
performing generaloffice administrative duties as needed. Duties to include: 

Inputandeditdatafor draftsandfinal documents,suchasletters,memos,reportsand 
spreadsheetsasrequiredby BRa staff. 

:z~ Usedocumentmergesto preparecorrespondenceandlabelsfor massmailings. 

;1,4.1; Createorganizationalcharts,presentationsandcertificatesfor the office using 
desktopsoftware; 

:44-	 Assist in managing daily mail service within the office. This includes opening, date 
stampingand distributing incoming mail, putting postage on outgoing mail and taking 
metermachine to the Post Office every six months for inspection. 

;1.4IJ; 	 Assist in maintenanceof office administrative files and grant files. File WinSAGA 
data entry forms and other documents in grant files. File program and financial 
reports when requested. 

Assist with other office support duties as assigned. 

7.A'f 	 Provide support for invitational travel. Setupnew travelers in system, enter travel 
authorizations and vouchers, and maintain files of receipts and other travel 
documents. Assist office staff with problems encounteredwith Travel Managersystemand processing of authorizations and vouchers. . 

Budeet and Financial Support. Provide administrative assistanceas neededto the Boston 
Regional Office (BRO). Follow establishedguidelines and verbal instructions to assistthe 
Administrative Officer in managing the BRO's financial systems. Major duties are shown 
below, but additional tasks may be assigned. 

::J,.J SimQlified Acquisitions. 

preparing RFQs, posting solicitation notices, and conducting market research 
on prices and vendors. 

::J..J..JAssist Administrative Officer with simplified acquisition purchasing by 

::1,1~Prepare required documentation for issuanceof purchase orders, suchas 
requisition, budgetjustifications, and documentationof price quotes. Prepare 
purchaseorders and obtain necessaryapprovals. Coordinate with Data Entry 
Specialist for entry into DISCAS and PADS, if necessary. 

4 
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Monitor purchase order balancesand advise Administrative Officer when 
renewal is needed. 

Organize and maintain simplified acquisition filing system. Preparenew files 
as neededand retire or destroyold files. 

Assist Admin. Officer with closeoutof expired accounts, deobligation of 
funds, and retirement of files. 

Work with Business ManagementAssistant to insure sufficient supplies are 
maintained to satisfy office needs. Assist with purchasing of supplies and 
preparing necessarydocumentation. 

~'fr- PaymentProcessing. 

Assist Administrative Officer in all aspectsof processing and documenting 

payments. 

:112-1.. 	Receive invoices, check for completeness,log-in, insure sufficient funds are 
available for payment, obtain approvals for payment and forward to 
Albuquerque Financial Services Center (AFSC) for payment. File copies of 
invoices and email approvals in purchase order files. 

Insure correct bank information has beenreceived from vendor and entered in 
AFSC's Oblig-Ref system. 

Coordinate with AFSC and vendorsto insure all payments are made within 30 
days of receipt and properly credited toDGE accounts with vendors. Work 
with AFSC and vendorsto resolve missing/incorrect payment issues. 

If needed, work with Contracting Officer and Admin. Officer on payment, 
obligation and closeoutissuesfor financial assistanceawards. 

:JJ?j 0 PAC AccountManagement. 

Maintain files on all OPAC/IPAC accounts for the BRO. Complete fund 
tracking spreadsheetsand reconcile balances with DISCAS accounting 

system. 

,~ Respond to inquiriesfromAFSCconcerningcorrectaccountsforwithdrawal 
of fundsandaccountbalances. 

.:93:> Reconcile payments made wi~h documentation receive~ from GS.Aand other 
government offices. Work wIth AFSC to resolve any dIscrepancIes. 

5
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Advise Admin. Office of low funds availability. Preparedocuments for 
obligation and deobligation of funds. 

Regort Generation. 

Perform data entry and generatereports from departmental systems suchas 
DISCAS, WinSAGA andPADS. 

g;,.A~"2.Preparemonthlyreportsonbalancesfor all OPAC/IPAC accounts. 

Prepareand submit quarterly CUTS report to GFO. 

Track recycled material purchasesand prepare annual recycling report. 

Prepare other reports asrequestedon account balances, closeout information, 
budget analysesor other related issues. 

;1i5 FacilitiesManagement. 

Assist Admin. Officer on facility managementissues, suchas building 
security, office renovations, and building maintenance. 

'~:R- During absenceof Admin. Officer,attendperiodic GSAconductedmeetings 
onbuilding or securityissues. 

Assist with setupof office video conferencing and projection equipment as 
needed for conferencesor meetings. 

~.(J ProQertyManagement. 

Assist Admin. Officer with disposalof surplus property. Preparenecessary 
paperwork for disposal or transferof property and obtain concurrenceof GFO 

property manager. 

~.~ 	 Coordinatewith local schoolsystemsto accomplishdonationsof surplus 
computerequipmentandcompletenecessarypaperwork.AssistLAN 
Administratorin clearingall computerharddrivesof sensitiveinfonnation 
beforecompletingdonation. 

AdministrativeSupport. 

Provide routine administrative supportduring the absenceofBRO's Business 
Management Assistantand Data Entry Specialist. Duties will consist of 
answering the office phones,picking up and distributing mail, assisting 
visitors, preparing correspondenceand other general administrative support 
duties. 

6 
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A{i)	 Ener1!VPro!!:ram Assistance: Provide assistanceand support to the BRa's Energy 
Technology Customer Specialists to facilitate effective managementof the state grant 
programs and technology-specific programs in the region. 

A,t Organize and maintain comprehensive,current reference files on state energy 
profiles, energy programs and energyneedsof assignedstates. This includes energy 
organizations and networks, policies, trends, legislation, and key programs of the 
state. Maintain infonnation on renewable energypotential, energy supply/demand 
situation, energy researchand developmentcapabilities, and other situations within 
the stateconstituting barriers to and opportunities for the deployment of energy 
efficiency and renewable energytechnologies. Access this infonnation to help 
Specialists develop and implement partnershipsamong entities at federal, state, 
regional and local levels, including public and private parties. 

4;J- Provide technical support for administration of grant programs in the following areas 

Assist with grant application reviews. Preparestransmittal letters, Federal 
Assistance reporting checklists, and other grant documents and forms as 
requestedby the Contracting Officer and Specialists for the grant programs 

.4,;r,..t 	 Assist in the grant close-outprocessby reviewing grant balances,coordinating 
with Specialists and preparing required documentation for Contracting Officer 
review and approval. 

Access DOE data systems,suchas DISCAS, WinSAGA and PADS to verify 
data, correct errors and run reports. 

4.2.4 Overseethe grant reporting processin the office, generatesreports on grant 
statusand ensurestimely entry of all report information into WinSAGA. 
Manage grant filing systemand archives grant records according to DOE 

procedures. 

M Provide technical support for program/projectmonitoring visits by generating 
background information, assisting with visits and helping to prepare reports. 

/fA Provide technical support for execution of program activities under agreementswith 
headquartersprogram offices. As requested,preparecorrespondence,arrange 
conferences,and maintain records/tracking systems. 

Provide limited analytical support for program activities. Assist with developing 
impact statementsfor proposed and enactedlegislation at state and federal levels. 
Assist in monitoring and analyzing changesin industry and market trends, utility 
restructuring, and sustainability initiatives and policies throughout the region. 

4...61 Gathernecessarydata as requestedby Specialistsand provide input for periodic 
reports on the effectiveness of the technology delivery processand program 

7 
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implementation strategy. Assist in preparingperiodic evaluations of program 
effectiveness. 

Complete assignedparts of special projects with independentresponsibility for 
detailed planning, implementation, resourcemanagementand evaluation. 



Mar-O2-04 IO:31am From-US DEPARTMENTOF ENERGYCRO 143 
1'ili~-u~-u't IU~ VI .,,"" "1' ~v 

312-886-8568 1-052 P.OZ/OZ F-454 
v 

SUPPORTSF,-RVICESCONTRACT 
DE.AC36-00GOI0429 

LEVEL OF EFFORT TASK ORDER 

CLIN 0OO4AC:ChicagoRegionalOfflCe 

Task OlrderNo.: IFOO.OO 

Task Title: (F) ChicagoRegionalOffice. seeattachedtaskobjectives. 

Period of Performan~e: MarI;h 2, 2004 -March 1, 2005 

L.abor Categories: 

La1lCJIJ~e.&Q!Y 

ProjectMonitor 

AdministrativeASsistant 

ProgramAssistant 

Man.\\gl!mentAssisW,t 

(DPLH) 
Levelof 
~ 

IgrD
~1JO 
JI tij;Ii) 

tq;l> 
It;;;cfOTotal Estimated HOUl"S 

L\m);!Q.Y~y 

B,QseffiarYVela 
Ta3k Ordcr Monitor 

MmH~ 
C()Jl~ctil'tg' Offz.c.er 

-3-@/r:.ayr;;...f.r:ie!~ 
Contractor 

To-US PaiS aDZDOE CROReceived GB:ZSam03-UZ-ZOD4 Frgm-3032154788 



SUPPORT SERVICES CONTRACT 
DE-AC36-00GO 10429 

LEVEL OF EFFORT TASK ORDER 

CLIN 0OO4AC: Chicago Regional Office 

Task Order No.: IFOO.OO 

Task Title: (F) ChicagoRegionalOffice, seeattachedtaskobjectives. 

Period of Performance: March 2, 2004 -March 1, 2005 

Labor Categories: 

LaborCategory 

ProjectMonitor 

AdministrativeAssistant 

ProgramAssistant 

ManagementAssistant 

Total EstimatedHours 

AQQrovedby: ~Signature 

RosemaryVela 
TaskOrderMonitor 

MM,X Hartford 
Contracting Officer 

FayeF. Fields 
Contractor 

(DPLH) 
Level of 
Eff2r! 



DE- AC36-00GO 10429 
Task Order IFOO.OO 

F. Chicago Regional Office 

RequiredServices 

The Chicago Regional Office (CRO) will provide the Contractor with the required computer 
hardware,software, office suppliesandworkspaceneededto supportthe task. The Contractorshall 
provide a personnel work schedule and adhereto the CRO core business hours from 9:00 AM 
through 3:00 PM. The Contractor shall provide supportservicesas setforth in SectionJ, Attachment 
A, Statementof Work, in the following areas: 

The 
1.0 Administrative SUDDortAssistant and Team Mana!!er 
The contractor shall provide support to met the overall needsof BusinessOperations. 
contractorshall: 

t.t Serve as an on-site Team Leader for the other IRTIMcNeil contractor support 
staff; 

1,.1 Prepareroutine correspondence,filing and office organization, conference call 
scheduling, meeting preparation,and travel support; 

1#~ Perfonns Time and Attendanceduties for the Federal staff as well as the 
contractor support staff; 

~t Provide ass~st~ceto the CRO Budget Officer and Financial Specia!ist, to include, 
develop/maIntain spreadsheets,generatereport from DOE AccountIng System, 
prepare obligation documents,and processinvoices for payment;( 

It Perfonn data entry of grant financial reports into WinSaga and track receipt of 
reports from grantees; 

l!ft; Perfonn upload and download of transactionsinto remote Procurementand 
Assistance Data System(PADS) and generatereports;).1 
Assist the CRO Training Coordinator in the managementof training related data 
in the Corporate human ResourcesInfonnation System(CHRIS); 

t.~ Assist with Records Managementby organizing and boxing retired files and 
preparing documentation for approval/transmittal to the National Archives and 
Records Administration and assistwith the managementand organization of 
central administrative files; 

t,~ Monitor CRO office supply inventory, query staff, prepare orders, organize and 
maintain supply storageareas; 

I.lb Manage the CRO vehicle info including, keys, credit card for gasoline and 
maintenance,maintaining vehicle usagelog, maintenancescheduling and 
tracking, and instructions/procedures; 

J.II' Preparequarterly ConferencemanagementReport, maintain files, monitor travel 
for possible needto complete ConferenceApproval Requestand Conference 
Travel Justification; and 

'tl~ Provide backup supportto the ManagementSupport Assistant and Program 
Support Assistant. 
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2.0 ManagementSuDQortAssistant 
The contractor shall provide support to the Director and Deputy Director. The contractor shall: 

2.2 

2.3 

2.5 
2.6 
2.7 

2.8 
2.9 

Provide administrative support, including but not limited to preparation of routine

correspondence,calendarand scheduleassistance,filing and office organization,

conferencecall scheduling, meeting preparation, and travel support;

Provide logistical supportand assistancewith scheduling conferences,workshops,

and other large meetings for CRO management;

Provide analytical assistanceand support on CRO managementissues,regional

energy policy issues,EERE programmatic issues,etc.;

Managesthe contact databaseand utilization of databasefor prog'!"amand

stakeholdercontacts;

Takes notes at staff meetings, conferencecalls, etc., and preparetyped documents;

Serve as alternate Time and Attendance Clerk;

Maintain an updated list of all new employeesi.e., CRO phone list, emergency

contact list, organization chart, date of birth list, mailboxes and work schedules;

Managesincoming and outgoing mail/parcels and monitor postagemeter;

Provide receptionist duties, to include greeting visitors, and manage CRP phone

line; and

Provide backup support to the Administrative Support Assistant and Program

Support Assistant.


3.0 Program SUPQortAssist@t 
The contractor shall provide support to the Project Officers and Team Leads. 
shall: 

The contractor 

Prepareroutine correspondence,filing and office organization, conferencecall 
scheduling, meeting preparation, and travel support. Maintain files for DOE 
Order, Policies, Notices, etc. and Federal Travel Regulations;

Assist Project Officers with conferencesand workshops, to include researching

facilities for meeting rooms, overnight accommodations,and coordinating invitee


lists;

Organize and maintain the CRO Energy ResourceLibrary, to include coordinating

with Project Officers to monitor and maintain appropriate inventories of

distribution materials, organization of materials, maintain inventory of CRO

program related periodicals and publications, and recycle outdated materials;

Assist Program Officers with the updateand organization of StateNotebooks and

Program Activity Summaries;

Coordinate with Project Officers and perform data entry of grant program reports

and Technical and Training reports into WinSaga;

Provide support for peerexchangetravel to include, coordination amongProgram

Officers, travelers and travel servicescontractor, preparationof Travel

Authorization and Travel Vouchers in Travel Managerand maintain travelers

profiles; and
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Provide backup supportto the Administrative Support Assistant and Management 
SupportAssistant. 

4.0 Project Manal!ement SUPI2°rt

The contractorwill provide deployment and grant managementsupport for assignedprogram(s)

within the CRO while being directed by a CRO Project Officers.


The contractor shall provide deployment through educationand outreach; working with CRO

Project Officers to developprogram partnerships;serving as the channel for communicating

information betweenthe DOE EERE Program Managersand regional stakeholders;and assisting

in grantmanagement. The contractor shall:


4.1 Assist with developing annualoperating plans and budgetrequests for assigned 
programs within deadlines underthe direction of the regional office project 

officers;

Provide technical assistanceand information to customers,partners, grantees,and

others asneededor requestedto achieve goals of assignedproject(s);

Assist with planning, executing, monitoring, and closing grants, cooperative

agreementsand other procurementinstruments for assignedprogram areas;

Plans, coordinates,and attends outreachactivities suchas meetings, workshops,

conferences,training, etc. Assist with preparing presentationmaterials and, when

needed,presentationsat suchevents;

Prepareperiodic report(s), asneeded,on program statusand results and

participating in bi-monthly staff meetings;

Coordinate and communicate program and technology activities with colleagues,


4.7 
customers,stakeholdersand regional office Project Officers; and

RepresentCRO at meetings,workshops, conferences,etc.


4.2 

4.3 

4.4 

4.5 

4.6 
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SUPPORT SERVICES CONTRACT 
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H. Philadelphia RegionalOffice 

Required Services 

The Philadelphia Regional Office (PRO) will provide the Contractor with the required computer 
hardware, software, office supplies and workspaceneededto supportthe tasks. The Contractor shall 
perform his/her duties within the normal office operating hours of 8:00 a.m. to 6:00 p.m. Monday 
through Friday. Work will not be performed outside of thesehours without the expresspermission 
of Task Order Monitor. A fixed work schedulewill be establishedand maintained, unless a personal 
emergencyor unexpectedwork project arises. 

1.0 Computer and Information ~vstemsMana2:ement 

Assist in the managementand administration of the Philadelphia Regional Office Local Area 
Network (LAN) and Wide Area Network (WAN) operations. 

j'@'f Computer Environment 

The current computer environment at is comprised of the following: 

IBM compatible workstations running Microsoft Windows NT, Windows 98

or Windows 2000;

File Serverrunning Novell NetWare;

Application serverrunning Microsoft Windows NT (Winsaga database


manager);

Laptops configured for remote access,operating Windows 98 or 2000;

Desktop printers -all Hewlett Packard;

Word ProcessingSoftware;

SpreadsheetSoftware;

Lotus Notes as e-mail system;

Various other productivity software applications;

Hewlett Packard OfficeJet scannerand related software;

Video conferencing hardware and bridge scheduling software;


1,1 Network Management (LAN Administrator) 

).J,' Set up network services for usersincluding, but not limited to: Corporate Human 
ResourceInformation System(Human ResourceManagementSystem), and Lotus 
Notes (electronic mail service); 

Jt/~ Organizationof computernetwork;i.e.,maintainingsoftwareapplicationfiles and 
userfiles in appropriatelocations; 

Maintain proper amount of computer security (as prescribed by the unclassified 
Cyber Security Protection Plan) to avoid possible security breaches,including set-up 

1 
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and maintenanceof virus detectionsoftware, and assigning appropriate user-level 
accessto the LAN; 

141,f 	 Evaluate and recommendhardware/softwareupgradesto existing hardware/software. 
Install, test, and document new software/hardwareor software/hardware upgrades. 
Perform updatesof software/hardwareand schedulehardware maintenanceto 
minimize adverseimpacts of LAN availability; 

Evaluate efficiency of LAN/WAN service and make recommendations/changesas 
necessary. Develop plans to implement appropriate steps that allow for network 
growth and proper capacity management 

LAN AdministratiQn (LAN Administrator) 

Maintain user log-ins and coordination of access to e-mail and access to outside 
computer systems; 

Configurenewworkstations,includingsoftwareinstallationand userset-up; 

Documentall applicableproceduresandanychangesto theseproceduresas 
necessary.Troubleshootsystemproblemsanddocumentasnecessary; 

Ensure LAN service set-up for new employees,i.e., workstation set-upand 
log-ins; 

Install all software/applications on DOE equipment; 

't21 Providevideoconferencingservices,includingdial-upconnectionsof possiblemulti­
pointvideoconferences; 

Assist in updating and implementing the Unclassified Cyber Security Protection 

Program; 

Provide assistancewith Internet connectivity needs; 
-I' 

~~rOlPrepare obsoleteequipmentfor excessor donation,includingreformattingcomputer 
hard drives, testing equipment, and noting any deficiencies in any of the equipment; 
and 

'~'} Interfacewith DOEtechnicalsupportfor installations,upgrades,andtroubleshooting 
ona varietyof programs. 

2 
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2.0 Project Monitor 

The Project Monitor position will provide managementto technology deployment and/or grants 
programs within the Philadelphia Regional Office, while being directed by the Task Order Monitor. 
Travel is required. 

Typical dutiesinclude:assistingwith the executionof theinitiatives,includingplanningoperational 
details,schedulingevents,managingresources,problemsolving,monitoringoutcomes,reportingon 
statusandperformance;andservingasthechannelfor communicatinginformationbetweenthe 
DOEEEREprogramrepresentativesandregionalstakeholders. 

Regional stakeholdersinclude: Interstate/State/Regional/Localgovernments, other Federal agencies, 
industrial and commercial groups, utilities, trade associations,nonprofit organizations, educational 
institutions, small businesses,and individuals. 

Assistin developingannualplan(s)andbudgetrequest(s)for assignedprogram(s)and 
project(s)within assigneddeadlinesin conjunctionwith HQ programrepresentatives 
andRegionalOffice management. 

Managesassignedprojects by implementing tasks in order to achieve milestones 
identified in the annual plan(s) and budgetrequest(s). 

Develops and implements inputs and activities for the PRO Marketing Plan. 

Provides technical assistanceand information to customers,partners, grantees,and 
others as needed or requestedto achieve goals of assignedprogram(s). 

Completeswork productsandassignmentsusingDOE/EEREprogramregulations, 
policiesandguidelines. 

Preparesperiodic report(s), as needed,on project statusand results. 

Coordinatesandcommunicatesprogramandtechnologyactivitieswith colleagues, 
customers,stakeholdersandHeadquartersprogramstaff. 

Assist in planning,-executing, monitoring, and closing grants, cooperative agreements 
and other procurement instruments for assignedprogram area. 

Providesassistanceon procurementactions. 

3 
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Data Analvst 

Provide analysis, reconciliation and data entry of various grants administered by the 
Departmentof Energy. 

Provide on-site assistancein organizing and maintaining a supply facility structure 
that includes, but is not limited to, materials replenishment, control, systematic 
labeling of key items identified by the Task Order Monitor. 

Maintaina computer-designedprogramto trackall purchasesof softwareand 
hardware,on-sitelocationsof computersoftware,equipmentandmanuals,andstatus 
of softwareandrelatedmaterialsaswell ashardwareequipment. 

Assist Director, Deputy Director and staff in planning meetings and events that 
includes the designing of any display materials needed for the meeting or event also 
being the primary contact person for the meeting or event. 

AssistDirectorandDeputyDirectorwith preparationsfor travel,includesthe 
preparationof traveldocumentsandarrangementsfor hotelandtransportation. 

Maintain a databaseconsisting of stakeholdercontacts for the Director, Deputy 
Director and staff. The databasecan be converted into a mailing list for sending 
marketing and event calendarsto stakeholders. 

Coordinate training events for staff. 

Provide assistanceto the LAN Administrator with general network systems support 
and troubleshooting, as needed. 

ExecutiveAssistant 

Provide administrative supportto the PRO Director and Deputy Director. Includes, 
but is not limited to, preparing correspondence,providing calendar and schedule 
assistance,filing and office organization, scheduling conferencecalls, preparing for 
meetings and other events; and providing travel support; 

Assist with developmentof administrative, program, event and transmittal memos 
and other correspondence; 

Organize and/or provide logistical support for approximately 25 PRO events, 
workshops, meetings and training sessionseachyear; 

Provide analytical assistanceand supportto PRO Director and Deputy Director on 
PRO managementissues; 

4 
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Assist PRO managementwith preparationof materials for speechesand presentations 
to include but not limited to topical research,assistancewith PowerPoint 
presentations,handouts and other materials; 

Take notes at PRO staff meetings, conferencecalls, etc. and prepare typed 
documents; 

Provide backup support to the Energy Program Assistants and the Receptionist; 

4i Performotherteamandoffice dutiesasassigned. 

5.0 Receptionist 

5.1 Provide coverage for the front deskand visitor reception area from 8:30 a.m. through 
5:00 p.m. from Monday through Friday. 

5.2 Monitor andmanagePRO'sgeneralphonelines,includingvoicemailmessaging. 
Answerphoneandforwardcallsto appropriatestaff. 

S3 Open, date stampand distribute mail and parcels, notify recipient of the receipt of 
parcels,process outgoing mail and parcels, monitor postage meter and inform 
appropriatepersonnel when additional postageis needed. 

Maintain correspondence,log for all incoming mail that requires a responsefrom any 
PRO staff member. 

MaintainanorganizeSupplyRoomandCopy/Mail Roomarea. 

CoordinateFederalExpress(FedEx)shipmentsandpickupsandmaintaina monthly 
FederalExpressusagespreadsheet. 

Monitor operation of sharedprinters, copiers, fax machines, shredders,etc. including 
stocking them with paper, replacing toner when needed,and arranging for 
service/maintenancecalls when necessary,and sending used toner cartridges back to 
the vendor. 

Coordinate large mailings and faxes, asdelegated. 

Provide assistanceto the Businessand Program Support (Administrative) Division, as 
needed. 

Arrange conferencecalls for PRO Managementand staff, as needed. 

Maintain scheduling book(s) for the PRO ConferenceRooms, Government car, LCD, 
projector, laptop computers, and other office equipment. 

5
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..>/~ Performotherteamdutiesasassigned. 
Enerf!V Pro2:ram Assistant6.0 

6.1 Assistwith the preparationof specialtasks,reports,andprojectoverloads,including 
preparationof presentationsusingMicrosoftPowerpoint. 

Assist Project Managers in organizing meetings and networking with state contacts, 
energyorganizations, and other customers. 

Assist Project Managers in updating website information pertaining to wind power 
program and geothermal program. Ensure that the information is accurate,timely, 
and removed when out of date. 

Assist Project Managers in carrying out project support activities, including, but not 
limited to, gathering and analyzing data,developing databasesusing Microsoft Excel 
and Microsoft Work, and preparing reports. 

Type material prepared by others in final form, using computer word processing 
programs, from rough drafts, assuring correct grammar, spelling, and style. 

Assist Project Managers in activities related to evaluations, grant administration, 
specialprojects, technical assistance,and monitoring. 

Assist in the review of grant applications assuringall required documents are 
received. 

Track submissionof required granteereports and follow-up to obtain delinquent 

reports. 

Review quarterly granteeFinancial StatusReports and Project Statusreports for 
accuracyand follow-up on necessarycorrections. 

6 
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E. SeattleRegionalOffice 

Required Services 

The Contractor shall provide support servicesas set forth in SectionJ, Attachment A, 
Statementof Work, in the following areas: 

1,0 Procurement/Prof!.raIn SUDDort(Procurement Clerk) 

J.1-

administration,mg 
actions:)Dies 

of grant documents,ling 
the appropriate 

Support acquisition/financial assistanceadministration activities including, 
but not limited to, the following types of actions: 
1.1.1 Populate databaseand perform queries. 
1.1.2 Support acquisition and financial aSSISt 

including, but not limited to, the follow 
1.1.2.1 Preparegrant folders, making Cc 

filing grant documents,and mai 
documentsto grant recipients. 

1.1.2.2 Prepareroutine procurement letters relative to the 
administration and closeout of procurement instruments as 
assigned. 

1.1.2.3 Assist in recording, tracking, expediting and reporting 
statusof purchaserequisitions, acquisition and assistance 
instruments, and their associatedsupport documents. 

1.1.2.4 Assist with records management,including archiving and 
disposition of files. 

1.1.2.5 Transfer ownership of WinSAGA program to grantees 
when requested. (WinSAGA is a computer program that is 
jointly operatedby the State Energy Offices (SEO) and 
DOE. At any given time either DOE or the SEO can enter 
information into the program, but only if they "own" the 
rights to enterdata. The right to enter data is passed 
betweenboth parties when it is needed.) 

1.1.2.6 Retrieve reports as requested. 

Maintain tracking systemutilized for required reports under grants 
and cooperative agreementsto supportthe Golden Field Office's 
Contract Specialist, and other SeattleRegional Office staff relating 
to receipt, review and approval of required reports. For the 
required reporting, generaterouting letters notifying granteesof 
upcoming deadlines,overdue items and related events. 

,1.1.4 	 Maintain file room with grant files, consolidating files in a 
centralized location, and properly archiving grants in an 
appropriate time frame. 

'pIA,) Participate in State, Regional and Business Managementmeetings. 

ance 
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Serveas back-upto the Receptionist for answering telephones 
during periodic breaks or other events requiring front desk 
participation. 

2.0 ProcurementCoordinator 

2.1 CreatePurchaseOrders and Miscellaneous Obligations

2.1.1 Receive approvedpurchaserequest.

2.1.2 Fax funds reservation infonnation to Financial Service Center for


input.

2.1..3 Type appropriate fonDs.

2.1.4 Route for signature.

2.1.5 Put file together.

2.1.6 Sendcopiesto Vendor and Financial Service Center.

2.1.7 Log into SeattleRegional Office (SRO) tracking system.

2.1.8 Createmodifications asnecessary.

2.1.9 Track purchaseorders and miscellaneous obligations; originate


purchaserequests,when necessary,to assurefunds are available as 
needed.


Closeout PurchaseOrders and Miscellaneous Obligations 
2.2.1 Identify which PO's and MO's need to be closed.

2.2.2 Run DISCAS reports to detennine if funds are remaining.

2.2.3 Complete closeout paperwork and route for appropriate signatures.

2.2.4 Send infonnation to Financial Service Center for final


2.2 

deobligation.

2.2.5 Track to seethat final deobligation was done; have files sentto


Records Center. 
ProcessInvoices 
2.3.1 Log in invoices asreceived.

2.3.2 Review invoices for accuracy.

2.3.3 Preparefile.

2.3.4 Route file.

2.3.5 Make appropriatenotesto file when certified for payment.

2.3.6 Sendapprovedinvoice to Financial Service Center.

2.3.7 Route electronic approval.

2.3.8 Follow up with Invoice Report to seethat invoice has beenpaid by


Financial Service Center. Contact Financial Service Center 
regarding statusof vendor payments. 

2.3 

2.4 DISCAS Reports and Verification

2.4.1 Run weekly DISCAS reports to assurethat reservations and


obligations have beenentered.

2.4.2 Distribute DISCAS reports to DOE staff, as appropriate.

2.4.3 Log DISCAS entries into SRO tracking system.

2.4.4 Run various DISCAS reports as requestedby Contracts Specialist,


Budget Official and Grant Managers. 
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PADS Transmittal 
2.5.1 Daily, run PADS program that sendsand receives SRO 

information relating to grant activities. 
2.5.2 If corrections for information are needed, inform Contract 

Specialist for corrections to be made. 
2.5.3 Contact GFO/NETL and DOE HQ regarding reports and 

discrepancies. 
Reconcile IPAC Payments 
2.6.1 Track files in which vendors are paid via IPAC. 
2.6.2 Verify chargesand credits applied, notate files. 
2.6.3 ContactFinancial Service Centerif there are discrepancies. 
CUTS Reporting 
2.7.1. Track all actions related to procurements under $25,000. 
2.7.2 At the end of eachquarter, complete data collection sheetwith 

fInancial and socioeconomic information on those procurements. 
2.7.3 Submit information to NETL. 
Financial Assistance 
2.8.1 Receive daily mail pertaining to grants from Receptionist, Project 

Manageror Financial Assistance Specialist. 
2.8.2 Log and track grant actions from start of processto final return 

from grantee in Excel Tracking Database. 
2.8.3 Log and track quarterly/semi-annualreports from start of review 

processto final return from Program Manager in Excel Tracking 
Database. 

2.8.4 Send quarterly reminders to Project Managersto verify if their 
projects have had financial and progressreports submitted. 

2.8.5 Send ownership of WinSAGA to granteeswhen requestedby the 
State. 

2.8.6 Print out reports from WinSAGA once Statehas entered their 
reports and hastransferred back ownership of WinSAGA to the 
Seattle Regional Office. 

2.8.7 Enter information from hard copy documents or email attachments 
into WinSAGA (Grants ManagementDatabase)for: 
2.8.7.1 Program statusreports 
2.8.7.2 Financial statusreports 
2.8.7.3 Budget modifications 
2.8.7.4 Extension requests 
2.8.7.5 Grant modifications 
2.8.7.6 Renewal awards 
2.8.7.7 New awards 
2.8.7.8 SignatureAuthorizations 

2.8.8 Generateaward forms from WinSAGA for the Contract Specialist 
to complete -Notice of Financial Assistance Award (NFAA), 
Individual ProcurementAction Request(IPAR), Procurement 
Request(PR), Budget and CongressionalNotification. 

2.8.9 Fax CongressionalNotifications and NEPA paperwork to NETL. 

2.5 

2.6 

2.7 

2.8 
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2.8.10 Input Appendices A, B, C and D for the award package as prepared

by the Contract Specialist.


2.8.11 Assist Financial Assistance Specialist in assembling award

packageand letter to route for final signatures by the Program 
Manager, Contract Specialist, Contracting Officer, and Director.


2.8.12 Mail completed signed packagesto award recipient and file one

package in the award file.


2.8.13 For new awards, put together a file folder and checklist for


paperwork.

2.8.14 File grant related documents-reports, letters, etc.

2.8.15 Create and maintain tracking spreadsheets.

Records Management 
2.9.1 Archive grant, procurement, and administrative files according to


guidelines set forth by NARA.

2.9.2 Locate and retrieve archived files, as necessary.

2.9.3 Review disposal notices received from records center, take


appropriate action. 
Attend Monthly Conference Call 
2.10.1 Participate in Administrative Officers, FPDS Users Group Monthly


conference calls discussissuesas they relate to SRO and all other 
RO's; follow up as necessary. 

2.9 

2..10 

3.0 

, 

AdministrativeAssistant 

3.1 

3.2 

3.3


Telephones/Front Desk

3.1.1 Answer multiple phone lines.

3.1.2 Take messages.

3.1.3 Greet guestsand let DOE client know when guesthasarrived.

3.1.4 Update phone list directory.


Mail/Incoming

3.2.1 Open, date stamp, sort, distribute.

3.2.2 Log in FedEx/Ovemight deliveries; deliver ASAP.

3.2.3 Route all periodicals.

3.2.4 Maintain routing slips for accuracy.

3.2.5 Inform staff of any mail procedure changes.


Mail/Outgoing

3.3.1 For Financial ServiceCenter: preparetransmittals, FedEx same


day. Transmittals arefor: (General, Invoices, Obligating, Travel

Vouchers, Refund Checks). Make copies for transmittal book. 

3.3.2 Preparefinal package.

3.3.3 Maintain Pitney Bowes mail equipment/inspections and account


balance.

3.3.4 Prepare bulk mailings.

3.3.5 Preparelarge items in proper packaging, weigh, and get correct


pncmg.

3.3.6 Prepare order for FedEx supplies (labels, envelopes,boxes).
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!J?l1 EnsureFedExpackinglabelswith mailing informationprinted on 
labelsareavailableat all times. 

:J;Ji Shippackagesto conferencesso they getthereontime/call for 

pickup.
:;'~'l Keepa recordof all outgoingandincomingFedExor overnight 

mail. 

:?4-" Travel 
~,4.1 LearnnewTravel Managersoftwareversions. 
'~42- AnswerSROstaff questionson howto usenewTravel Manager 

software. 
~ ContactAlbuquerquewith problemsrelatingto Travel Manager 

software. 
::3..44 Havecurrentform for itinerariesavailableatall times for travelers. 
f!,..4-,6 Createnewtravelitineraryforms whenchangesto travel 

requirementshavebeenmade. 
.:3.4r" DevelopandmaintainTravelGuidelineandTrip Itemizationsheet 

for Invitationaltravelers. 
;:J,.4,1 Providesupportto BusinessAssistantfor resolutionof problems 

arisingfor Invitationaltravelers. 
3A4 Coordinatewith travel agentto scheduleflights for Invitational 

travelers. 
3M Maketravel arrangementsfor Invitationaltravelers. 
34.W AssistInvitationaltravelersregardingpolicy andcostquestions 

relatedto travel. 
-.:1A,iJ CreateTravel Authorizationfor Invitationaltravelers. 
34.12. Assistin processingof travelvouchersfor Invitationaltravelers 
3..413 CreateTravelAuthorizationsfor SROstaff. 
~A.61 AmendTravelAuthorizationsasnecessary.
~46 Sendremindernoticeto travelerwhenTravel Authorizationis 

readyto submit.
-:!AI'" Preparetravel auditinformationto be sentto Albuquerquefor both 

Federalstaff andInvitationaltravelers 
.:)A.l'7 Keeptrackof updateson travelsoftwareprogramandtravel 

requirements..:EAJI Faxcopiesof ConferenceApprovalsto HQ. 
~.:3..4'" Contacttravel agentandcorrectanyproblemswith flight orhotel 

for DOEstaff andInvitationaltravelers. 
.1,,43.DMaintaintravelfiles/folders. 
{342:f Archivepreviousyeartravelfiles. 

Time and Attendance (T&A) Bi-Monthly 
~1 Perfonn data entry for time and'attendancesystem (ATAAPS). 
3£.2- Createand maintain Excel time sheetfor employeesattendance. 
~$ Update timesheet for ATAAPS showing new codes, etc., as 

required. 
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3.5.5 
3.5.6 
3.5.7 

Check calendar for accuracyon timesheets when there are 
questionsconcerning T&A. 
Check for Default codes in AT AAPS. 
Alert team leadsto sign time sheets. 
Forward employeetime sheetto the required office for eachpay 

period. 

CHRIS Training Module/ Online Learning Center/Training Coordinator 
3.6.1 Participate in conferencecalls for any training infomlation. 
3.6.2 Maintain all training infomlation for staff. 
3.6.3 Register studentsfor Internal Training. 
3.6.4 Register studentsfor External Non-cost Training. 
3.6.5 Registerstudentsfor External cost Training. 
3.6.6 Add non-employeesto CHRIS to provide for training. 
3.6.7 Register multiple studentsthrough Group Registration. 
3.6.8 Register multiple studentsthrough course SessionEnrollment. 
3.6.9 Maintain library of training catalogs,and inventory of training 

classes. 

::1,7/ Secretarial Work for Program Managersand Administration 
3.7.1 Finalize staff-createdcorrespondence. 
3.7.2 Createand maintain bulletin boards with staff information. 
3.7.3 Update and maintain hotel and restaurantdirectory. 
3.7.4 Maintain and updateoffice proceduresdirectory. 
3.7.5 Ensure conferencerooms are in order before and after meetings. 
3.7.6 Make changesto office forms asrequired by SRO staff. 

Building Landlord Liaison 
3.8.1 Place calls for office maintenance. 

4If) Pro~iectCoordinator 

The DE&ER/FEMP Project Coordinator will provide technical analysis, project 
coordination, and researchassistanceto supportSeattleRegional Office employees 
primarily managing the Distributed Energy and Electricity Reliability (DE&ER) 
program, and the Federal Energy ManagementProgram (FEMP). The 
DE&ER/FEMP Project Coordinator will be required to support workshops or attend 
events that have been set up by the program manager. Travel will be required. 

Project Assistance for FederalEnergy ManagementProgram (30%) 
4.i.t Assist in reviewing, analyzing, and scoring FEMP General Call for 

Projects and FEMP DE&ER Call for Projects. 

4,ij 

4- 1.2... Assist in deploymentof Combined Heat and Power (CHP) projects 
at Federal sites. 

I/,./#S Assist in preparing presentationmaterials. 

3"
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~ 

44. 

4,5, 

",~t4 	 Help coordinate, publicize, and attend FEMP meetings, 
workshops, and conferences. 

Program Coordinator for Distributed Energy and Electricity Reliability 
(50%) 

4,~ J Research,analyze technical information, and provide technical 
support to state and local DE&ER CHP and renewable resource 

projects. 
4~.1 Assist in coordinating DE&ER and CHP workshops, events and 

working groups; overseethe preparation of reports, websites and 
articles for publication. 

412.'S Create and maintain a databasethat identifies key projects 
developed by SRO and serveasthe resource person for distributed 
energyresourcesat SRO. 

+2..t Assist project managerwith awards for financial assistancefor 
DE&ER projects.. 

Project Assistance for Industrial Technologies Program (10%) 
.',1 Provide technical supportto regional industrial projects, aiding in 

thedep.loyment of industrial DER projects in the West. 
4,3.~ Assist in coordinating industrial program activities with CHP and 

DE&ER 
4~'J,3 Provide technical assistance for prospective industrial CHP 

projects. 
4,;"" Createand maintain a databasethat identified key projects 

developed by SRO. 
Program Assistance for Hydrogen and Fuel Cells Program (5%) 
#,J Provide technical supportto regional hydrogen and fuel cell 

projects, aiding in the deployment ofprojects into the West. 
44.2 Assist Combined Heat and Power Pacific Northwest and Pacific 

SouthwestInitiatives, specifically related to hydrogen and fuel cell 

deployment. 
4-4' 	 Assist in developing communication and outreachstrategies for 

hydrogen and fuel cell technologies. 
Program Assistance fof. SeattleRegional Office (5%) 

46-.1 Assist with public presentationmaterials, and attend conferences 
and meetings. 

4~" Support SRO management'spriorities and tasks. 

4.,



